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OFFICE OF M E  SECRETARY OF STATE 

RECORDS MANAGEMENT OlVfblON 

<. 
APPLICATION FOR RECORDS RETENTION SCHEDULE DE,,ARfYENT AND 

INSTRUCTIONS S o  Publicatim No. 76-RM-1 for instructions on completing t h i s  form. Formrd signed original to 
Dcmrtment of Archives and History. Remrds Management Division, 330 Capitol Avenue. Atlanta, Georgia, 30334. 
Attention: scheduling *ion. 

FOR AGENCY USE .1. -Cy- FOR RECOROSMANAGEMENT USE 
wliation ha W i a t i o n  Numkr 

Office of Administrative Services 436-6 
wliation Nurntmr Local Systems Support Division D.0 R.csiwd ma - bmplotad 

Statistical Services Section 9 1982 J JAN 1 9 1983 

!. h m n  m &tact worlrin~ r i  Takphona Number 

I. Action Requestad 

Department of Education ' 

Gene Wallace Administrator 6 56 - 2400 

a. 
b. 
c. B Amend ADr#lication No. 438 ChcckOne: Change; 0 Sumcede; 0 Void 

0 Establish Retention Schedule; record will amtinue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

I. Dmrofs r t i i t  
iarliist latest 

5. Records W i r  Tala (followed by ti& used in office; if different) 

I EDUCATIONAL SYSTEM STATISTICAL FILES 
i. Division "I Office Function What is the function of the Division and the Mfia in which this record series is created? 

-" 

'. Reawd S e r b  b i p t i o n  

Documents nkting to: 

Th is  fib oontsinr the following documents fiduda form numberr n d  tiz/m, Hany): 
Attsdr samples of the fib. 

All records in this series end effective 1977 except the 

Elementary-Secondary General Information Survey/ Common Core Data, 

which will continue to accumulate. 

. Monthly Referanm Rate 
chre to six months old 

How ofien are records referred to which are: 
: Seven to twelve months old ; Thirwn to twenty-four months old 

twen3five'months and older . 7 - _  . Annual Rate of Accumulation of Rlo~rds 



i , i 

a. I s  thii the official 

1. Retention Requirements The following requires the series to be kept: 

a. S t a t e h  years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need years. 
c. Federal law years. f. Federal retention instructions years. 

Attach mpy or excert of laws or regulations. Explain administrative need. 

2. Approved Dirpositi i  Instructiont This agency recommends that the file series be cut off at the end of each: 
0 Calendar Year; 0 FiscalYear; 0 Other then. 

0 Hold in the current files area r n o n t h ( S )  year(s); then 
0 Transfer to locsl holding area; hold 
0 Transfer to State Records Center; hold 
0 b o y .  
0 Transfer to State Archives for wmnen t  retention. 
0 Other fSpecitvl No Change 

ycar(s); then 
yur(s); then 

Then instructions apply to all priar and f u h n  rcaJmulationr of thr ries. 

Iecommendatiom in pua- 
raph 12 are approved. 
If disappmwd, atredr krOr 
f explatutibn.J 

State AuditorlLkr 



PffiE 
1 

Mr. Eugene Wallace, Jr. I .'Department of Education, Maagement Information 
Services Division. Statistical Services Unit. 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 'm RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED 

Educa t iona 1 System Stat istical Files 

':What i s  the  function of the  of f ice  i n  which t h i s  record se r i e s  is created? 
To design, install and maintain systems for the collection, analysis, reporting 
and publication of educational data in order to insure research and 
devetoprnent within the frame work of ~ . r .  overall . . educational gtrategy. Activities 
include' (but are not limited t'o) design; pu6licatiori~ and' 8istribbtid;xi'o'f' a 

'.j 

forms and instruCtionk-"(2)' providing for Periodic submission of data from 
local skhool systems (3) manipulation and'analysis of date received (4) 
reporting &r pulbication of findiags. To. provide an informational system 
which insures that information requested from School Systems 1s not .~ 

- _  i~' . - . r~ duplicated within-the kpartmeht'' - ; 5 x ; - i d  ?:' L :L i -  ~ ".' . ~~ . - . . ?L . l  ~:L; ,~ . .  
., - i 3'.? , .. . ..._ '. I.,.'.. 

.._. 5~~ 2,. - . -  . . .~ , .. I . ,  . ! . < ?  
_ -  . .  - , i 1 '  3 . ; .  ' > :n :  :,. - 1 2 ' ~  ,: 1 .  ~ I. - 

. .. . . -. . .....? ..+: :-?~i :.:.-, :?:;<,.. >.-, ..:: r c ~ . 7  .,; 

1 - This f i l e  contains the  following documents (include form numbers and t i t l e s ,  if any, 
and f i l e  arrangement). Documents relating to the Educational System Statistical 

Files, included Are: 
d 

1. Superintendent's Annual Attendance Report, Form S-36. 

3 .  Superintendent's Annual Report, Pupil Transportation Section. 
4. 

6. 
7. Tabulation Sheets which summarize the information contained on documents 1-6 
Documents 1-5 are collected from each county and independent city school system 
annually. Document 6 is collected from each county and independent city school 
system monthly (9 per year). This file .is arranged chronological by type of 

2. . Superintendent's Annual Report, School Plant Section. .~ - - ..., ? ~ca~'-schooi'~ystem'~ Su&&fntendent ' s"&iinhal, Finahclal Report, Form- SDE 3230- 

Superintendent's Offical Monthly Report, Form S-2dA. ''A!-'- n' .~ ', ?''' 

,..f*- iF.- a 11 1 ~ & & i ~  .:  of^^ *&ache , IE6roilment*.~ and ~choolhousirig- i;j :.-'.-[: .. 
. . 

_I ~- 
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13. Is t h i s  t h e  Record Copy of t h e  se r i e s?  ,.. [XI [ I 
1 4 .  Is there  a duplication of t h i s  s e r i e s  i n  another o f f i c e  o r  agency? '. - \  [%I Rl .- . :~ 

Locd Schom/  Srsfem 
15 .  Is the  information contained i p  t h i s  s e r i e s  ever summarized or published? A,-,sd'.- [XI [ ] 

16. Does,  the^ s e r i e  contain c l a s s i f i e d  informatips  requiring secur i ty  handling? ri ~' [ i:] ' [XI  

1 7 .  Does the  s e r i e s  i n i t i a t e ,  amend o r  terminate' agency po l i c i e s  &d procedur ,. 

18. Could the function be performed i f  t he  f i l e s  were l o s t  o r  destroyed? . -  

Attach copy of suwnary o r  publication. Annual Repbrt S t a t  Series, cys atch 

. .  . .  
,r.' I 

. ,- 
'. :? 

, ,  .. . .  . - .  . 
' i  

- . .. I, 

*:>. . i ,  s I , . _ I .  , . .~l 

[ 1 [XI 

19. Is t he  s e r i e s  ( o r  major portion of it) regularly microfilmed? If yes ,  why? [ I .<F1 

20. Does the  record s e r i e s  provide data as input t o  an FDP f i l e ?  [ I  kl 
, ~ ' . I  [ ] [XI 

1 . ?  
. ,  , . ,  

21. 

22. Has the  Federal Government issued ins t ruc t ions  governing the  retention/dispo- . [ ] k]  

Does the  record s e r i e s  .contaifi dofumentatioxs' produced as' EDP printout?  '~ 

, ! .  .~ : , !  
, -  _ ; .  ' 

. . .I 

. .  
~ : ~ . '  s i t i o n  s of these f i l e s ?  . 

, ~~ > , 1 1 .  : ~ , . ; - ,  .. . . , ,  

23. W i , l l  t here  be a,,need for=these r?cords,,lO, 15 years from now? If yes,  ~.  what?^ - . ... 
., . , . . .  
J 1~: I 

_. . - - 6 . - -  
, .? ' .  . . .. I :, I r%a.mbre-+ ,;, -## . I 

24.  REQUIREMENTS. ~ e ; , f o , l l o w i n g  requires the f i l e s  ..to be  .keptPermanentlyea_rs :-: i ::,, - .  ,; , 

I $ .,,_ .I - .  
L I :  . ,  r i. 1. . ,  

a . [  ]STATE..' b:'[]STATWE OF' c.,.[]AUDIT, ,~d . [ ]kbEqL_  e:[']ADMIN\ST ' ,  p .  ~ H & T O R T . C  
LAW LIMITATION .,PERIOD'.. . .~ LAW' r l  . DECTSION ' .: .,"*Lrn . 

" 7Cite . L m , ' S t a t u t e ,  .or other '  rgason ' for  the' r Lei t ion  
;ummaries and publlcation of s t a t i s t i c s  s tar ted  i n  f a t e  19 
ind for prior years, there i s  no other source for s t a t i s t i c a l  information con- 
: ern inspubl i c  education i n  ~-__-~____I__.L the s t a t e .  
2.5. AGENCY E C O M ~ D A T I O N S .  

~ _ i  ___ 
This agency recommends tha t  the f i l e  s e r i e s  be cut of f  a t  the end 

of each -[]CALENDAR YEAR -mISCAL YEW -[]OTHER ,then : 

::?> [XI Hold i n  theicurrent  f i les Area - '- I  ' \ : 'month(s)/ 3 :iyear(s): 
[ ] Transfer t o  [ 1 State Records Center [ 3 Local Holding b e a ;  hold y e a r ( s ) :  

.~ . J. . .  < ' .  . .  -. I -.. . , , ~ ,,., -, [ ] Destroy. . . . . .  . .  . .  ~1 . I _  . 1 .  

[A Transfer t o  S ta t e  Archives f o r  pe-nent ret\ention. 
[ ] Destroy i v e d i a t e l y  a f t e r  ,cut-off. i .  : :' , , ' ,  

_. . . 
. .  * I.. .~ 

- 1 .  i . - .  1 . i  . .  
. . I _. ~ ~ r~ - . ~1 ~~ '. - . 

, ~ , I .  - ' '  .~ . ,  , 

; [XI . otper :  ., (Specify) . local school systems reporting to, the State  Dept ;of c' 
Education 'are,  .~ authorized I 1  . . u  ' t o  . , destroy . .  their . .  ,II, copies' , . .  a f t e r  annual I f i s c a l  I ( _ . .  aud 
has been performed 

\ .  . 
. . :  , . p ' ,  . , -. -1 7 ~ .:; 0 . >  ~. 
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y r a t i m a k  for  recornendations above/or . w r i t e  addit ional  remarks) ::' ~. 

_ , . ,  ' ~ ' !  T, 


